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REPORTING OF HISSING EKPLGTEES 

A. The Deputy- /dreetor (Administration } has directed that all 
activities under his jurisdiction report within 2i» hours the 
absence of any erqployae who is not on authorised leave and 
cannot be located* 

B. All Division Chiefs (and in the case of the General Services 
Division, the Chief e of the two Branches) of Administrative 
Service will instruct all supervisors under their jurisdiction 
to in the future report immediately by telephone all missing 
personnel in the above category, m each instance, however, 
the supervisor should attempt to contact the individual by 
telephone for the purpose of determining the reason for his 
absence prior to making the report. Such reports are to be 
made to the Office of the Chief, Administrative Service, and 
confirmed immediately in writing giving all pertinent in for m- 
ticn available. 

C» The Office of the Chief, Administrative Service, will Immediately 

take steps to advise the office of the Deputy Director (Administration ), 
and the Personnel and Inspection and Security Offices of the name 
of the individual who is missing. 
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